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The methods used on the Loglaties Office survey closely followed
those in common use throughout the federal govermment and used to some
extent un previcus surveys within the Agency. They included use of
euployee prepared questionmaires, werk sudits by members of the
survey team io supplement or clarify information provided by the
smployses, preparation of final positlon descriptions by the survey
team and verifiecation of these by employees and supervisors, and prepsra-
ston of eyaluation statements by team mesbers in support of their
grade recomnendations,. ~

The basic questionnaire used (Annex C) was adspted from s survey
questicunsire in use in another Federal agency, It covered three basic
slements of information: (1) job controls, (2) duties, and (3)
gquslifications requiremente, Yo supplemeni the baszic guesiliomnaire,
spesialized guestion lists were developed for specific categories of
pesitions, some of them specifically for loglstics type work, with a
view toward providing employees and supervisors detalled indication as
o the ttems of infermation significant for classification purpcses,

. he geperal questiomnaire and special question lists were dis-
seuineted to employees and supervisors through the medium of a series
of meetings, at which s brief verbal expanation was provided by the
tgan leader or one of the surve; classifiers as lo the nature of the
purvey, its timing, and how to complete the questiommaire form, in
affort was msde to resch ag many employees as possible, but some
nodifications in this procedure had to be made in certain situations,
such 38 in the case of chauffeurs, telephone operators, etc., in which
1t wae not fessidle, or particularly advantageous for that matter, to
sttexpt to assemble them in ome location at the same ltime, In these
gapes, the supervisors were provided with the necessary guldance and
usu%ﬁwe and asked to pass the informetion on to the individusl
exployees,

The duties described on the questiommaire were to be those
ofPieislly sesipgned to the employee and being performed by him at the
time of the survey. In the case of vacancies, or employees on leave
or otherwise sheent, the supervisors were asked to provide the neces-
ssry information, An exceptlon to this was made in the case of the
Procuvement Division, which was in the process of shaking down into
& new organizational aligrsent; positions in this component were de-
soribed as they were expected to operate under the new organiszation,
Bsgourse o position descripiions previously prepared in comnection
with classification surveys of particular compoments or in individusl
ssssx was generally discouraged, since in many cases these descriptions
were ohevlete, written on a projected basis, or otherwise unsultable
for the present purpose, In actual practice, considerable latitude
was afforded the operating components in this regard, particularly
where descriptions had been prepared fairly recently, wiih the
exhortation that any meterial used as a reference in preparing the

j 'yes be carefully reviewsd by the employee and supervisor
o assure that it remsined current and was appropriate teo the current
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work situstion, In the case of the Procurement Division, in which a
vecent prior survey had resulted in descriptions covering In some
fashion nearly every position, previocusly written material was resorted
to yather freely, this condition being aggravated by the fact that

4ob coverege in this division was on 2 projected rather than a ourrent
performmnce basis,

The employes-provided information en two of the three major items
in the questionnsire, those concerning Job Controls {subdivided into
wuperyisory controls and regulatory controls) and Duties, signed the
ferm snd passed it on to his immediate supervisor, The supervisor, in
sddition to reviewing the employee's statement for accuracy and com-
pletensss, provided the information for the third item of information,
mﬂiﬁaéim Requirements, In comnection with the Qualification
Requirements, interim standards had been developed covering a mejority .
of the types of positions common to the Logistics Office and various
other specialities, Coples of these were made available to supervisory
persermel for use where applicable, Cuestionnaires completed by both
the employees and supervisors were forwarded through channels to the
survey temm, A period of five daye was allowed for the completion of
the questiompaire by the employees and review by the supervisor,

On the basis of their review of the questionnaires submitied, the
survey tesn mexbers ascerteinsd instances where additional informatien
or clarification was needed snd made arrangements to secure the needed
date either directly from the employce or by consultatlon with unit
supsrvisors at various orgenizational levels., In the Procurement
Division, where duties statements were based on an organization pattern
not yeb cperative, position dets were sought in almost all instances
from supervisory personnel familiar with the details of the projected

A% the conclusion of the fact finding on his particular survey
assignment the purvey classifier proceeded to prepare the final draft
of the pemition descriptions, Final drafis when completed by the teans
were vefgrred back to the employee and his immediate supervisor for
esrtitication a8 to the accuracy and adequacy of the informstion
dmeluded therein, The final drafts when cleared and attested to by
all comcerned became the definitive body of information on which sub-
sequent anslysis and evaluation were based, '

The svaluation statements, which were for the purpose of presenting
the technicel classification reasons prompiing the grade recommended,
were prepared as separate documents apart from the body of the position
descriptions and, being expressions of technical opinion on the part of
$he respective survey analysts, were not subject to clearance with
ssployees or supervisory officials., The evaluation statements were
sprexded to the final certified drafts of the descriptive information
and the combination of the iwo completed the position coverage,
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fhe initisl presentation of the survey resulls to the Logistics
oPrice consisted of a summary 1ist of the positions covered, with a
semparison of currently authorized grade, if any, grades proposed by
Logistics Office, snd grades recommended by the survey tesm, This
Iisting provided a working psper on the basis of which aress of dis-
agreement oonld be isolated end brought up for detailed discussion,
The Listing initlelly furnished did not represent final ecorpletion of
Prese TII, since grades of sI1 positions were not finally determined
asd in sbemt 10f of the recomrendations the descriptions and evaluations
had not yet been finaiized. In this respect the classification procedure
#o11 considerably short of the ideal, The cptimum arrangement would
have been to complete all fimal drafts of positions descriptions and to
eorplete svaluation statements before presenting the final vesults, A4s
3% worked out in the instent case some of the descriptions and evalua-
stons were written after the fact, The basis for this modification in
the wausl procedure was the necessity to saerifice some of the proosdural
sapecis to the need for completing as much as possible of the project
within the time limit specifled,

fhe remeinder of the classification procedure concernes the

segotiations which foilowed the presentation of the survey findinge and

emsvtation of the Tinal results, For each major organizational
gomporent a 1ist ves compiled of the positions on which the Chief of
the egmponent wished farther informatien and clarification, The final

! of ihe position descriptions and evaluation statements on the

positions in question were submitted to the individual Stsff and
Bivision Chiefs snd their review of this information provided the

jessary clarification or convincing argmments which led to acceplance
of the survey findings in a certain number of cases, With respect to
positions remsining in contention after review of the written informa-
tion, a series of meetings was scheduled to take place betwesn rep-
resepatives of the organizational compenents end aporopriate representa~
s$iyes of the Classificetion snd Wage Division, By mwans of discussions
at these meetings, additional cases were resoived to the matisfaction
of 81l concerned, Cases remining wnresolved after meetings at the
Btef? and Division Chief level, were referred to 2 higher echelen,
first to the Assistant Chief for Operatlons snd ultimately to the Chief
of logistics, The successive reviews given to questionsble areas '
guccpeded in limiting the number of cases submitted to the Chief of
togistics to 2 bare minlmum,
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